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GETTING STARTED

Prerequisites:

It is assumed that user is both familiar and comfortable with the following prior to working with
Microsoft Word:
e Using the mouse and the left-click feature
e Basic navigation through Microsoft Windows
Basic typing and keyboard commands
e Basic components of Microsoft Word
Basic text formatting in Microsoft Word
Please let the instructor know if you do not meet these prerequisites.

What You Will Learn:

Adding and Removing

Viewing Toolbars Buttons

Modifying Line Spacing

Creating Bulleted and

Numbered Lists Creating Tables Formatting Columns

Adding Headers and

Formatting Margins Footers

Inserting Text Boxes

Inserting Other Graphics Inserting Symbols Saving Documents

Printing Documents Finding More Help Closing the Program




USING MICROSOFT WORD
Viewing Toolbars

We talked about some of the basic features of Word in the Introduction to Microsoft Word class.
But there are many more things that Word can do, and this handout will cover some of them.

In addition to the basic components discussed in the Introduction handout (including the Title
Bar, the Ribbon Menu system, the File Menu, and the Home, Insert, and Page Layout tabs),
Word has many other components that you can choose to turn on and off as you wish.

There are many different toolbars that are available in Word, and most of them are intended to
help with editing one specific thing. For example, there are toolbars for drawing shapes,
formatting pictures, and working with tables and borders. In previous versions of Word, it was
necessary to open or select these menus from the Title Bar. However, in Word 2010, they should
all appear within the Ribbon Menu system—you just need to find them!

The trick to finding what you need in Word 2010 is to think in terms of categories. If you want
to put a picture, a text box, a chart, page numbers, WordArt, a symbol, or a shape in your
document, what you’re really doing is Inserting one of these objects into your document. So, go
to the Insert tab:
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If you want to format the page margins, change indenting or spacing, format columns, or change
the page orientation (e.g., from portrait to landscape), these are all things that have to do with the
way the text looks, and the way it’s arranged on the page, so go to the Page Layout tab:
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If you want to insert endnotes, footnotes, format or manage citations, or format a table of
contents or index, think of these elements as types of reference materials. To access these tools,
click the References tab:
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If you’re accustomed to using comments and track changes (as well as spell-check and the built-
in thesaurus), think of these tools as part of the review process—tools you use to edit and
prepare your document for sharing. To access them, click the Review tab:
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Finally, the View tab allows you to change the way that your document appears within the
Microsoft Word window. Here you can zoom in and zoom out, change from ‘Print Layout’ to
‘Web Layout’, or even split the screen so that you can view two different pages at once. One
especially useful feature you can access in the View tab (which may or may not appear by
default), is the ruler. The ruler appears at the top and left-hand side of the document, and can be
used to format margins and align different elements of the page. To make the ruler visible, click
the View tab, then check the box next to Ruler in the Show/Hide box.
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In addition to these tabbed menu toolbars, additional, contextual tabs may appear while you’re
working. For example, if you insert a shape, the Drawing Tools tab and menu will appear. If
you click on some text, this tab and menu will disappear (because you can’t format text with
drawing tools). To make the context tab reappear, simply click on the shape again. This same
principle can be applied to any context tab (e.g., a Chart Tools tab will appear if you insert a
chart). Some contextual tabs may also have additional tabs (e.g., a Design tab).
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If ever you can’t find a menu item or tool you’re used to working with in earlier versions of
Word, try clicking on the small, diagonally-pointing arrow in the bottom, right-hand corner of
any of the tab boxes. This will open up the menu in a separate window, with all available tools.
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MORE TASKS IN MICROSOFT WORD

Modifying Line Spacing

Line spacing in Word refers to the amount of space between lines of text. The default in Word
2010 is 1.15 spacing (a little bit more space than single-spacing, what you would find in a book),
which does not leave much space between lines. Single spacing is easy for the eye to read.
There may be times, however, when you want to change this spacing. One common option is to
double-space text:

This text is double-spaced. Double-spacing is especially useful if there is a possibility of

someone else proofreading your document. It allows more room for them to write

comments on the page.

To change the line spacing:
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1. Select the text you want to format by highlighting it. === By v i
2. On the Home tab, click on the Line Spacing button in the Parag |V | 1.0
Paragraph group. | |45

3. Choose the spacing you want from the menu that appears. i

2.0
For more options, select Line Spacing Options. In the dialog box

that appears, you can choose other spacing options, including
spacing between paragraphs. This can be done by changing the
values in the Before and After drop-down boxes.
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Creating Bulleted and Numbered Lists

Word allows you to create lists within your document that can be organized with bullets or
numbers. Lists are useful for presenting text that wouldn’t make sense in paragraph form (for
example, step-by-step instructions) or for emphasizing key points. Bullets are usually small
circles at the beginning of item in a list, and numbers are used for lists that are arranged in

sequential order.

To create a list:

Example of a bulleted list:
e Milk
e Eggs
e Bread

Orange juice

1. On the Home tab, select either the Bullets or
Numbering buttons from the Paragraph group.
If you want to choose a particular style for your
bullets or numbers, click on the triangle next to
the button and choose a style from the menu that

appears.

2. You will see the first bullet or number appear on
your document. Type your first line of text and

then hit Enter.

3. Another bullet or number will appear
automatically. Type your next line of text and

hit Enter.

4. When you have finished your list, hit Enter
twice to end the bullets or numbering.
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To delete a bullet point or number, put your cursor to the right of the bullet and hit the Backspace

key.



Creating Tables

Tables are a great way to present information in a very organized format, whether that

information is text or numbers.

Tables are made up of horizontal rows and vertical columns, with lines or borders around each
column and row. A cell is a single box where a row and column intersect. Cells are where you

put your information (text or numbers).

Here is an example of a table:

Column

¥

Cell

Cell

Cell

To create a table in Microsoft Word:

1. Select the Insert tab and click on the Table button.

‘ EE [ ) ¥
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Table Picture Clip Shapes Smal

v Art v
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]
2. Move your mouse to highlight the number of boxes to reflect the size you 0 |

I O |

want your table to be (each box represents a cell). Click to create the table. OOoOOoOOoooo0:

OR

1. Select Insert Table from the menu that appears.

2. Inthe dialog box that appears, choose the number of columns and

rows you want. Don’t worry if you’re not sure how many you need -

you can add or delete columns and rows later.

3. You can change the column width under AutoFit behavior.

Leaving the settings on Fixed column width and Auto will create a

table that is as wide as your page.

4. Click OK.
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Once you’ve created your table, you are ready to enter text! To enter text into a cell, just click
inside a cell and begin typing. You can format text in a table the same way that you would
format text in a paragraph (with different fonts, sizes, colors, bold, underlining, italics,
alignment, etc.). Use the arrow keys to move from one cell to another.

After you’ve inserted a table, Word will display two new tabs at the top of the screen under the
words “Table Tools”: the Design tab and the Layout tab. The buttons on these tabs give you
many options for formatting your table. Experiment with these buttons until your table is
formatted the way you want. Don’t be afraid to make a mistake — remember, you can always use

the Undo feature in Word (in the upper left corner of the screen: 4 ) Experimenting is the
best way to become familiar with this and other features in Word!
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Formatting Columns
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Depending on the type of document you’re creating, you may want your text to appear in two or
more columns on the page. This style is often used in things like newsletters.

This is an example of text that is formatted This is an example of text that is formatted
in columns. This is an example of text that in columns. This is an example of text that
is formatted in columns. This is an example is formatted in columns. This is an example
of text that is formatted in columns. This is of text that is formatted in columns. This is

an example of text that is formatted in
columns. columns.

an example of text that is formatted in

Once you’ve got some text entered in your document, follow these steps to put them into

two or more columns:
1. Select the Page Layout tab.

2. Click on the Columns button in the Page Setup group.

3. Choose the number of columns you want from the menu that appears.

If you want more options than what is on the menu, click on More Columns...
Change the settings in the Columns dialog box to the settings you want and click OK.

From the Columns dialog box, you can also change other aspects of
formatting. For example, you can specify the width of the columns
and the amount of space between them, you can choose to put a
line between columns, and you can select which part of your
document you want to apply columns to.

When you create columns this way, the text will fill the first
column from the top to the bottom of the page before wrapping to
the second column. If you want your text to begin wrapping to the
second column in a different place, follow these steps:

1. Put your cursor in the text where you want the first column
to end.
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2. Onthe Page Layout tab, click on the Breaks button in the Page Setup group.

3. Choose Column from the menu that appears.

Formatting columns can sometimes be tricky, but don’t be afraid to experiment with it until you
get your document to look the way you want. If you make a mistake, you can always start over

or use the Undo feature in Word to undo the last command you did.
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Formatting Margins

Margins are the space between the edge of the printed page, and the text. On this piece of paper,
there are one-inch margins at the top, on the left and the right side, and at the bottom of the page
where there is no text (except for the page number).

Margins can be formatted manually (by dragging the indent markers pictured below), and by
entering/selecting a number/value. To adjust margins manually, you must be able to see the page
rulers. These should appear at the top (below the menus) and on the left-hand side of the
document. If you do not see the rulers, you can make them visible by going to the View tab and
checking the box next to Ruler.

" w1 .. .1 Toadjustthe first line of a paragraph (e.g., to indent all paragraphs by half
- —S—"—"" aninch), highlight the text you would like to change, and then drag the top
bt ticen! indent marker to the right or to the left.

Coosge i To adjust the indent of lines below the first line in a paragraph (e.g., when
formatting reference lists), highlight the text you would like to change, and
then drag the bottom indent marker to the right or to the left.

1Hanging Indent!

To format margins by entering a number/value, highlight the text you wish to Pidems

change, and then click the Page Layout tab, and go to the Paragraph group. Eleit: 0
You can then adjust the values for Indent by entering a number or by clicking £z Right: 0°
the up and down arrow buttons. Paragra

L I 2

4

Adding Headers and Footers

Headers and footers are sections at the top and bottom of a page, respectively, which contain
information like page numbers, dates, or authors. The information in headers and footers is
usually the same for all pages of a document (for example, the author’s name might appear in the
upper right corner of every page).

To insert a header or footer:
1. Select the Insert tab.

2. Click on the Header or Footer or Page Number button from the Header & Footer
group.

3. Click on the style you want from the menu that appears.
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4. The main body of text will be grayed out and there will be boxes with dotted lines around
them at the top and bottom of the page. The Header & Footer Tools tab will also
appear.

5. Type your text into the boxes with the dotted lines.
6. Click Close Header and Footer on the menu when you are finished.

You can use the Header & Footer Tools tab to help you enter information and format your
headers and footers.

W id9-0|s Document2 [Compatibility Mode] - Microsoft Word Hesaenairoote U..;g,c,‘
Home Insert Page Layout References Mailings Review View | Design
=h L [ 3 ElE J.I 5 Previous [ pifferent First Page =)+ Header from Top:  0.5" =
= — # LT = ) N =k o E " 2 =
- ! & = B 2 f, Next \_j Different Odd & Even Pages =4 Footer from Bottom: 0.5° = —
Header Footer Page Date Quick Picture Clip Go to o : Close Header
v v Number~ | & Time Parts~ Art - or Footer - to P V| Show Document Text j Insert Alignment Tab and Footer
Header & Footer Insert Navigation Options Position Close

Inserting Text Boxes

If you are creating a newsletter, flyer, announcement, or other similar type of document, you
might have some text that you want to make stand out and draw the reader’s eye to. One way
you can do this is by using a text box. Text boxes give you the flexibility to position text
anywhere on the page, similar to a picture. You can also format text boxes with things like
colors and borders.

To create a text box: 2zl E§ 4 L2 T Q
1. Onthe Insert tab, select the Text Box button from the Text |t que wesse oo 200
group. -
2. Choose the style that you want from the menu that appears. o
Keep in mind that you can move the box to a different part of =
the screen or adjust its size after you choose the style. —

3. The text box will appear in your document with some =
highlighted text. Begin typing the text you want in the box. =

]

Annual Quote Annual Sidebar Austere Quote

—

You can format the text inside the text box the same way that you
would format other text (with different fonts, sizes, colors, bold, e
underlining, italics, alignment, etc.).

Austere Sidebar Austin Pull Quote Austin Sidebar v
B2 Draw Text Box
B save Selection to Text Box Gallery
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o0
| [Type a quote from the document or |

the summary of an interesting point.
You can position the text box

B |anywhere in the document. Use the |
Text Box Tools tab to change the
formatting of the pull quote text box.]

Similar to pictures or other shapes, you can resize or move your text box around the page. To
resize, hover your mouse over one of the blue circles or squares on the border. Your mouse will
turn into a two-headed arrow. Left click and drag the mouse (while holding the mouse button
down) until the box is the size you want. Dragging the circles in the corners will keep the
proportions of the box fixed, while dragging the squares in the middle of each side will only
change either the height or width of the box.

To move the box, hover your mouse over the border until it looks like a plus sign (+) with
arrows. Left click and drag the mouse (while holding the mouse button down) until the box is
placed where you want it.

As mentioned before, you can format the style of your text box by changing the border, color,
shading, etc. You can do this using the Text Box Tools tab that appears when you insert a text
box. Experiment with the buttons on this tab until your text box looks the way you want.

I
W Hd9-o- Document2 [Compatibility Mode] - Microsoft Word [ TextESX o0 ‘
Home Insert Page Layout References Mailings Review View Format
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Inserting Other Graphics

Word lets you style your documents with much more than just words — there
are all kinds of graphics you can use to enhance your work! Many of these
can be found on the Insert tab.

Shapes
Some shapes that are available include lines, arrows, rectangles, and ovals.

1. On the Insert tab, click on the Shapes button from the Illustrations
group.

2. Your mouse will turn into a crosshair: +. Left click and drag (while
holding down the mouse button) until the shape is the size you want.

You will also see a Drawing Tools tab at the top of the screen that will give
you many options for formatting your shapes. Holding down the Shift key
while using the rectangle tool will create a perfect square, and holding it
down while using the oval tool will create a perfect circle.

WordArt
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Another tool to help you style your document is WordArt. Formatting WordArt is similar to

4 {2% Signature Line S‘Z
_SZLJDatE & Time

formatting a picture or a text box.

1. On the Insert tab, click on the WordArt button from the
Text group.

WordArt

2. Select a style from the WordArt gallery that appears and
click OK.

3. Enter your text into the dialog box that appears and click
OK.

You can change the size of the WordArt you’ve created
similar to the way you would change the size of an image.
Click on the word and a box with squares in the corners will
appear around it:

»$d Object ~

" Wordrt yordA™ wordar, Wordart Wordart
Wordlré WordArt WordArt
WordAr woone Wordhrt Wordan

Wordaet WorGAre Worddt Wil sl ¢ *

v Pl e

Symbol

ERFTSTH

Mord et Viordiiet

EETS RT3

APavr -

Hover your mouse over one of the squares until it becomes a two-headed arrow. Left click and
drag the mouse (while holding the mouse button down) until the text is the size you want.



Inserting Symbols
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Sometimes you may need to use a symbol that you don’t normally find on a keyboard. Word has

many common symbols pre-loaded for you to use, such as the copyright (©) symbol or even

characters from other alphabets.

To find and insert these symbols into your document, select the Insert tab and click
on the Symbol button in the Symbols group. If the symbol you want isn’t in the
dropdown menu, select More Symbols. Then choose the symbol you want and click
Insert. The symbol will then appear in your document. Click Close when you are

finished.

You can also find other special characters by clicking on the Special Characters tab in the

Symbol dialog box.

Symbol
Symbols | Special Characters
Faont: |{narmal text) w Subset: |Latin-1 Supplement Eva
D c oA | | \ cloa ]| L= s
N o|o|o|o|o|+|p|u|u|GlUuly|p|Y]|A
alAla|alalCleléele|clelcle|D|d]D
dlE|le|Ele|Ele|lE|le|lE|e|Glg|Gle|G
glolgl@lh|sn| T[T T[T|i]1]ilic
Recently used symbuols:
if-|elelefy|o]e|m]]]s]z]+]x]|e
LATIN SMALL LETTER. M WITH TILDE Character code: |00F1 from: |Unicode (hex) |
[ AutoCarrect..,. ] [ Shartcut Key. .. ] Shorteut key: Chrles, M
Insert ][ Cancel




16

CLOSING MICROSOFT WORD
Saving Documents: Bl o

o o dse |
When you finish typing and want to leave the computer, it is important to save your B swe s
work (even if you are printing a hard copy — saving should be a reflex). To save you e
work in MS Word, it is essential to know WHAT you are trying to save as well as o Close

WHERE you are trying to save it. m

Click on the File Menu-> then click Save to get started. Recent
New
Print
Save & Send
You can change the filename that Word has chosen just by typing a new one in the Help
File name box at the bottom of the window that appears. ) Options
) B3 Exit
Save As
Save in: I3 Kristin White's Documents S - X ChE-
Trusted (& Desktop fad
O remplates o My Computer
5 My Recent 1 fristin
L bacuments ) Shared Documents
“e# Local Disk (C:)
@DESHUD “g Backup (D)
ST | IS v
2 hcﬂ;‘_mwter JﬁL;ﬂy;sDDDcuments -
| G
ﬂMy Shapes
EMV Videos
|JOnemate Motebooks
| Quicken
\)5pring 09
| Summer 09
| ¥oiceCenter
File name: Doc?
Save asLYPE! | word Documert |

MS Word will automatically save your document with the suffix ".docx" — this is simply a tag
that lets Word know that your work is specific to this program in the 2010 version. You do not
have to type it — just highlight what is there (default is "Document1") and write a new file name.

As evident in the diagram above, there are many places in which you can save a file,
some of which are portable and some of which are immobile.

The My Documents folder on your computer's hard drive is a good place to store your
documents. A blank CD (compact disc) or a USB jump drive are great portable storage devices
and can contain a LOT of data.
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Due to differences between older versions of Word and the new 2010 version, older versions of
Word cannot open documents saved in Word 2010 with the suffix “.docx”. If you think you
might want to share your document with someone who has an older version of Word on their
computer, you can save your document in a format that is compatible with older version.

.i. Home 1

|l save
— > ' B save As ’

To do this, click on the File Menu = then click Save As = then choose Word 97-
2003 Document from the Save as Type below the File Name text box.

Then follow the steps above to name your document. (5 Open

J Close

It is important to note that every consequent command of SAVE will overwrite your
original file, creating the most up-to-date version. If you want to save the changed m

document without destroying the original one:

Recent

Click on the File Menu => then click Save As and give your document a new file name Kain
(unique from the original).
Print
To bring a saved document back up on the screen in MS Word:

Save & Send
Click on the File Menu = then click Open. ik
Locate where the file is located (which folder, that is) and click on the filename of the ] Options
document you want. & et

Click = Open.

Printing Documents:
To print your MS Word document:
Click on the File Menu - then click Print and a preview and print options will appear.
Click = OK for your document to start printing.

As with all commands in MS Word, you can make changes along the way. From the Print menu,
you can alter how many copies will be made, in what order the pages will be and much more.
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Finding More Help:

You can get help with MS Word by clicking the Question Mark Button located in the top right
corner of the window.

= =B 23

o @ —

Tutorials are also available on the Internet. Your instructor can help you with locating some of
the resources.

(]| ‘
Closing the Program: “ Home 1
Congratulations! You have completed this course in Doing More with Word. As E S
5 Save As

you become more and more comfortable with the program, it is always helpful to
continue to experiment with options that you come across — sometimes, you can 5 Open
uncover a tool that would have stayed hidden — and you can improve proficiency by | 5 ciose

learning the fine details of the program. When you are finished, m

Click on the File Menu = then click Exit. Recent

OR New

Click on the X in the top right corner of the computer screen. bt

Save & Send

Help

:] Options

— Exit

NOTE: Images and screen captures may differ from those seen on another system.
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